U.S.DEPARTMENT OF AGRICULTURE
WASHINGTON, D.C. 20250

NUMBER:
DEPARTMENTAL REGULATION 1006
SUBJECT: DATE:
April 10, 2000
Fleet Credit Card OPI: Office of Procurement, Property, and
(DRAFT) Emergency Preparedness
1 PURPOSE

Thisregulation prescribes USDA policies, procedures, and responsbilities for use of the
_ fleet credit card.

2 PROGRAM OBJECTIVE

The Fleet Credit Card Program allows agencies to reduce adminigtrative costs and

lect detaifed fleet management data regarding fuel and related maintenance
procureents. D mental Regulation 5400- 6 establishes Departmental
ingtructions the government-wide fleet credit card in conjunction
with USDA'’s Purc Card Management System (PCMS).

~. ™ f
3 POLICY /\

the nearest I0(£ion
purchases. The card

Thefleet credit card user must m nabl effortsto fi
accepting the fleet credit card when maklng fud and mainten

the agency will not be exempt from the taxes nor will it recaive detailed informatigh on
the purchase. Only in emergencieswherethere are no authorized vendorsin a
reasonable area are other purchase methods such asthe purchase card to be
used. If emergency purchases are made, the cost and transaction data (i.e., fuel type,
galons, maintenance, and cost) will need to be added manually to the Property
Management Information System (PMIS).
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Feet policy and procedures described in the Agricultura Property Management

Regulations (AGPMR) 104-38 must be followed in addition to thisDR.

4 DEFINITIONS

a Alet Sysem The aert sysem isthe subsystem in PCM S that provides user
messages to: Agency Feet Program Coordinators (AFPCs), Local Fleet Program
Coordinators (LFPCs), the Departmental Fleet Program Coordinator (DFPC), and
the Office of Inspector Genera (OIG) regarding questionable transactions and
transactions sdlected by satistical sampling for review. Some dertswill trigger a set
of questions that must be answered to verify the specific transaction. Alertsarein
place to reduce fraud, waste, and abuse. AFPCsand LFPCs will regularly
monitor and follow up on the derts and satistical sampling features of PCMSin
order.to provide oversight to fleet credit card purchases.

b Fede

cquistion Regulation (FAR). The FAR establishes uniform policies and

procedures for acquisition by al executive agencies (FAR 1.101) The FAR is
located jn Title 48, Chapter 1 of the Code of Federa Regulation.

agement System (PCMS). Computer software used to manage

¢ Purch

fl

d Saidicd Sam

d dispute fleet credit card transactions.

credit card tr
Program

|onsthatW|II| m verify the veracity of tl

to fleet credit card accounts and purch

5 ACRONYMS

AFPC

COTR
DFPC
DR
FAMS
GSA
LFM

Agency Fleet Program Coordinat
(Regiond/Program/Areal State)

Contracting Officer’s Technica Representative
Departmental Fleet Program Coordinator
Departmental Regulation

Fleet Card Account Maintenance Screen
Generd Services Adminigretion

Locd Fleet Manager/Financid Manager

Thrs process is used to randomly verify the legitimacy of flegt
eet Credrt Cad

e Oracle Discoverer Query Tool. 'Software used'to run repo that j)rovr ide overs ight
AFHC Agency Fleet Headquarters Coordin /\l
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LFPC Local Fleet Program Coordinator

oIG Office of Ingpector Genera

OPPEP Office of Procurement, Property, and Emergency Preparedness
PCMS Purchase Card Management System

PMIS Property Management Information System

SAMS Security Access Management System

USDA United States Department of Agriculture

6 SPECIAL INSTRUCTIONS

Heet Credit Card for Official Busness Use Only. Thefleet credit card isfor officid
gove;ggent business use only. Under no circumstancesiis the card to be used for

persora purchases or as identification for persona purchases.

b Ethics Requirements. Office of Government Ethics Standards of Conduct for
Executiye Branch Employees appliesto fleet credit card use. All transactions must
betr ed for gfficial Government businessonly. Fleet credit card users with

' ropriety of a particular transaction should consult their

ade from any size busin the fleet card
(FAR13. 003(b)(1)) However, jt isUSDA policy toacr pportumh&sfor
smadll, smal disadvantaged, and small women-gwned busingsses. Card users are
therefore encouraged to acquire j@r‘nﬁée rces wheneyer possible.

d Regulatory Applicability. Use of the fleat. must be coms stent with the
Agricultural Acquistion Regulation (AGAR), Federd Pr

Office of Government Ethics Standards of Conduct for
Employees, and Agency regulations.

7 RESPONSIBILITIES & PROCEDURES

a Departmental Fleet Program Coordinator (DFPC). The DFPC is aperson located
inthe Office of Procurement, Property, and Emergency Preparedness (OPPEP)
and is responsible for the implementation and oversight of the Heet Credit Card
Program. The DFPC duties are:

(1) Establish the USDA Agency Fleet Headquarters Coordinators (AFHCs) and
AFPCs with bank contractor and in PCMS;
(2) Providetraining and guidance to AFHC;
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Assg in defining priorities and oversee PCM S fleet configuration managemen.
This respongbility includes managing PCM S requirements, defining upgrades,
and acting as the centrd point of contact for agency requests for system
modifications;

Set up the AFHCs in the Security Access Management System (SAMS) to
alow accessto their data through PCMS;

Develop and recommend USDA policy and procedures for the department-

wide Feet Credit Card Program;

Develop Heet Credit Card Program literature and materids for department-

wide use; and

Drive future fleet program applications'enhancements.

b Agency Fleet Headquarters Coordinator (AFHC). The AFHC isaperson

designated in each USDA agency operating fleet equipment who is responsible for
the fleet management program, which includes the fleet credit card. This person will

3

) in SAMS;
ation needed to establish security access through
0 the establishment of an office, location, or area; and

Maintain af records within their cy and update records, if necessary, and
use of adata query tool to erﬁw%emen reports. J)

¢ Agency (Regiona/Program/Ares/State) Fleet Program.Coordinator (AFPC). The

AFPC isresponsible for managiﬁg the fleet credit card prog

M under high

specific organizational level and is the.agncy’ contact with the AHEC and

vendor/bank contractor.
AFPC dutiesare;

D
2
3

(4)
Q)
(6)
()

Provide oversight of the fleet program;
Implement agency-unique fleet policies and pr:
Participate in meetings with the AHFC to addr
programmeétic problems;

Egtablish LFPCs;

Provide training and guidance to LFPCs,
Develop and digtribute program literature and materiasto LFPCs;

Serve as primary contact for LFPCs and as the liaison with the AHFC, who
contacts the DFPC.
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d Locd Fleet Program Coordinator (LFPC). The LFPC is responsible for the day-
to-day operations of the Fleet Credit Card Program at each agency site. The
LFPC works directly with the fleet credit card users and the AFPC.

LFPC duties are:

(1) Edablish and update fleet credit cardsin PCMS;

(2) Notify the vendor immediately of any lost/stolen/damaged fleet credit cards;

(3) Notify the bank of any billing discrepancies (i.e., disputes) posted on an
account by completing the dispute screen in PCMS; and

(4) Provide overdaght of fleet credit card purchases through the dert system,
datistical sampling, and the utilization of data query tools. NOTE: Alertsare
provided in PCM S through the User Messages screen. Comments must be
provided detailing the resolution to the aert.

Loca Fleet Manager/Financia Manager (LFM). The LFM will use the query toal

software to obtain dl pertinent data needed to manage the flegt program. Financid
personiel use the query tool software to review the accounting information entered
into thelPCM S database. The LFM has query tool capabilities only to run reports.

8 AUTHORJZED U\# OF FLEET CREDIT CARDS

.

of authorized purchases:

Fud (dl types)
Maintenance

Car Washes

Tires

Battery Charging

Qil

Windshield Washer Huid

9 CARD SECURITY

The person using the fleet credit card is responsble for safeguarding the card at dl
times. It should never beleft in an unattended vehicle. The card isonly to be used for
"Officid Purposes' and for authorized purchases.
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10 CARD AUTHORIZATION CONTROLS

11

12

13

Agencies may establish on a card-by- card basis certain authorization limits. These limits
will not stop a purchase at the pump but it will dlow the LFPC or other gppropriate
agency officia to receive exception type reports to verify these purchases. Limitscan
be established for the following:

Cost Per Fud Transaction

Cogt Par Maintenance Transaction Limit
Dally Transaction Limit

Price Per Gdlon Limit

Galons Per Transaction Limit

MONITORING FLEET CARD USAGE

The DFPC, AFPCs, LFPCs, OPPEP, and the OIG will monitor fleet credit card
i througi{MS dert system, gatigtica sampling, and the query tool
IG,

to comply with any requests by the DFPC, AFPC,
duly authorized organizations/individuds for
ons regarding questionable purchases (e.g., anount of fue
purchased ex
equipment)

ehicle mileage, togdfequent maintenance on vehicle or motorized
CARD ISSUANCE ~
Agencies are to issue only one fleet credit cardfér fuel and maintenance to eath motor

vehicle, aircraft, boat, and piece of equipment that requires fugl. The number of fleet
credit cards issued as "POOL" cards should be limited to thgse that are absolutely
necessary. Pool cards are to be used to fue motor vehicles pnly in emergen

situations and not ordered to be used in case afleet credit Card islost or stolen.
Agencies may wish to use pool cards for multiple pieces of equipment at the same
location such as, ssowmobiles, dl terrain vehicles, chainsaws, lawvn mowers, etc. New
fleet credit cards will beissued in emergency Stuationsin three days. All flegt credit
cards are ordered through the PCM S Feet Card Account Maintenance Screens
(FAMYS) and are shipped to the LFPC.

information/invest

CARD RECEIPT

The vendor will issue new fleet credit cards within five to seven working days from



DR 5400-6 (DRAFT) April 10, 2000

14

15

16

receipt of the record the LFPC has entered into PCMS. PCM S transmits dl record
inputs daily. Feet credit cards do not require activation.

For logt or stolen cards, the vendor will issue afleet credit card within three working
days and no action is required in PCMS.

LOST OR STOLEN CARD

If the fleet credit card islost or stolen whilein the card user's possession, the agency is
responsible for al charges until the vendor is notified that the fleet credit card has been
lost or stolen.

When afleet credit card islogt or stolen, it isimportant that the card user notify the
vendor or their LFPC immediately to cancel the card with the vendor. The card should
be reported immediatdly to the 1-800 number on the back of the card to stop any
further use of the card. The vendor will immediately establish a new account number
and reissue the card. The vendor will tie dl transactions from the lost/stolen card to this
new account number. , The LFPC should then monitor transactions on the lost/stolen
card for agnonth to +Jre that al charges are vadid.

leet credit sfound after notifying the LFPC, it should be destroyed and
documentation proyided to the L FPC that.the card has been destroyed. Under no
circumstances should the card be u ter notifying the LFPC orfm@r]dor it was
T

lost or solen.

TRAINING REQUIREM ENTS\,_‘/

level of authority. The Department will make thistraining
ona“trainthetrainer” basis so agency headquarters per
their agency. When changes have been made to PCMSS, refresher training will-bé
provided as necessary.

INQUIRIES

Inquiries about the USDA Heet Credit Card Program should be directed through
agency channels (the LFPC and AFPC) to the AHPC who will contact the DFPC in
OPPEP, at (202) 720-9765.
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